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You can access a patient’s official immunization record in 2 

places:

1. In the patient’s Immunizations Home Screen.

2. In the Reports Module.
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Click Search

Click Patient Search

OR

To get to the 

Search 

screen, click in 

one of the places 
shown here.



Once you are on the Patient Search 

screen:

• Enter your search criteria

• Click on the Search button to 

find any matching patients

Possible search criteria:

• First 2 letters of first and last 

names (John Smith = Jo & Sm)

• Patient date of birth

• Other identifier (see Identifier 

Type drop down)

• Patient ID

You should perform searches a few different ways to find the patient. Using less 

characters will give you a larger result, which could be helpful if the patient has 
a hyphenated last name or a misspelling. You want to make sure you thoroughly 
search for patients to avoid creating duplicate patients.





Click on 

Immunizations in the 

dropdown menu





Click on Links drop 

down and then Official 

Immunization Record



An Adobe .pdf 

version of the 

record pops up in 

a new window.

You may need to 

disable your pop-

up blocker in 

your browser.



Click on the printer 

icon to print.
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Click on Official 

Immunization Record



Click on 

magnifying 

glass.

Click on the magnifying glass to search for the patient.



1. Enter the patient's last name, first name and date of birth.

2. Click on Search.



• Double click on the patient row.

• Revise clears the search criteria to enter another search.



Click on Run 

Report.

1. Ensure the correct patient appears in the box.

2. Click on Run Report.



Click on the printer 

icon to print



An Adobe .pdf version of the record pops up in a new window.  


